
Check the box

Select “Submit”



Select “Submit” under 
Apply Online



If employed, you 
must enter your 
actual duty title.

If employed, you 
must enter your 
actual employer.

For newborn baby only, enter “000-00-0000”

Otherwise, enter 
“Child”, “Spouse”, etc.

Otherwise, enter “Student”, 
“Unemployed”, etc.

DO NOT use “MR”, “MRS”, 
“MS” or “MISS” in this entry.



OFFICIAL PASSPORT:
If applying through the CLS 
office on Yongsan, you must 
enter the CLS commercial 
address as shown here.
If applying elsewhere, check 
with agency applying through.

TOURIST PASSPORT:
Enter your local mailing 
address.

DO NOT select the 
above address as 
your permanent 
address.



Your permanent address 
CANNOT be an APO or 
PO Box address, and 
MUST be a PHYSICAL 
residential address.

The State Department 
recommends you list a 
permanent address in the 
United States, and if 
none, then list a 
permanent address for 
your closest living relative.



When entering your e-mail address 
and phone numbers, it’s important to 
note that the information you enter 
MUST be accurate information, and 
phone numbers MUST be entered in 
the proper format to reach you when 
being called from the United States.

If there are problems with your 
application, or additional information 
needed, and the State Department is 
unable to make contact directly with 
you based on the information provided, 
your application will be placed on hold 
while contact is made by regular mail.



OFFICIAL PASSPORTS:
If your application is based on your assignment to Korea, enter the current date (or next allowable 
date), enter the number of months remaining on your tour in Korea, and enter “Korea” as the country 
to be visited.
If application based on a PCS assignment to another foreign country, enter the date you are departing 
Korea, the number of months of your tour at your new assignment, and the country.
If Active Duty Military, you can only obtain an official passport based on assignment/TDY to a country 
requiring the use of an official passport (as defined in the Foreign Clearance Guide).  You must list the 
specific countries your duties will take you to.  In addition, you must provide a memo from your 
organization, signed by someone with authority, specifically listing those exact same countries.

TOURIST PASSPORTS:
You may enter any 
travel plans you desire, 
or leave these entries 
blank.



The State Department 
recommends you DO 
NOT list someone who 
is traveling with you.







If a parent is deceased, you must still enter their 
information as requested.  DO NOT enter 
“Deceased”.
OFFICIAL PASSPORTS: Date and Place of Birth is 
mandatory.



If you’ve been married, 
complete this section, 
otherwise select “No”.



Don’t forget to enter 
“maiden” name, if 
applicable.



Review and edit all 
fields as necessary.



Review and edit all 
fields as necessary.



Review and edit all 
fields as necessary.



Review and edit all 
fields as necessary.

The “Preview Form” button will allow you to view your application as how it will look when you print it.  
HOWEVER, this button is NOT to be used to save your application, as it will not allow you to print the 
document.  You must continue through the remaining menus in order to view and print your application.



Select “Passport Book Fee ($60)” and 
continue to the next menu.  Other non-
execution fees are not necessarily 
applicable overseas.

NOTE: This web-based program is 
designed for the majority of it’s 
customers, which is tourist passport 
applicants.  This screen is only for 
informational purposes to show you what 
the cost of your tourist application is, 
and you do not actual incur a cost by 
making a selection.  If applying for an 
official passport, just select “Passport 
Book Fee ($60)” and continue to the next 
menu.



Scroll to the very bottom 
of this page to save 
and/or print out your 
application.
As each application is 
unique, our website 
provides detailed 
guidance as to what 
documentation is 
required in support of 
your application.

DO NOT SIGN & DATE 
YOU APPLICATION.
If submitting your 
application through 
CLS, you must sign 
and date your 
application in front of 
an acceptance agent.



Click to Box

Click on “Create 
Form”.  This will 
produce a PDF 
(non-editable) 

application which 
you can save to 
your computer 
and/or print.



A correctly completed application will display 
a bar code in the upper left corner.  If done 

incorrectly, this space will be blank.

The passport application contains a total of 
6 pages.  The first 4 pages are instructions.  
When submitting your application, you only 

need to print pages 5 and 6.




